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Business	writing	examples

Every	professional	utilizes	business	letters,	newsletters,	memos,	and	progress	reports.	A	scheduled	newsletter	allows	the	company	to	consistently	inform	all	staff	of	relevant	updates.	Usually,	publishing	press	releases	involve	news	publications.	That’s	because	you’re	only	reporting	information,	facts,	and	data,	not	providing	opinions.However,	if	your
objective	is	to	provide	advice,	solutions,	or	prospects,	you	can	include	opinions.	Business	reports	are	informational	writing	that	shows	the	organization’s	results	or	information	about	a	project.	It’s	also	advisable	to	address	certain	elements	of	the	agenda	to	certain	attendees.	For	example,	business	reports	for	upper	management	include	milestones,
achievements,	monthly	numbers,	advice,	and	requests.	They	are	usable	for	individual	communication	and	also	for	mass	communications.	The	business	writing	types	above	can	easily	include	all	types	of	business	documents.	In	any	case,	following	the	business	letter	format	your	industry	and	organization	uses	is	your	best	bet.	That	helps	drive	a
conversation	with	the	public.	The	first	paragraph	is	usually	the	introduction.	Informational	Business	Writing	–	aims	to	provide	information	to	the	readers	and	stakeholders.	If	you	can	write	a	great	resume	and	cover	letter,	that’s	an	instant	plus	for	your	candidacy.	Meanwhile,	it	also	includes	official	letters,	receipts,	and	bulleted	lists	of	clients.	A
newsletter	serves	to	provide	information	and	relevant	news	to	the	readers.	However,	it’s	important	to	stay	consistent	with	the	company’s	style	guide	in	all	cases	to	maintain	your	brand.	It’s	perhaps	the	most	common	example	today.	Resumes	and	cover	letters	are	crucial	for	the	hiring	process.	They	are	never	longer	than	500	words	and	usually	have
quotes	from	leadership	or	stakeholders.	Leggings	and	other	workout	clothing	are	not	permitted.	It’s	important	to	be	able	to	differentiate	among	various	types	because	it	helps	format	your	document	better.	If	relevant,	some	companies	also	publish	them	in	newspapers.	Here	is	a	template	that	you	can	use	when	writing	a	business	letter.	Organizations
tend	to	utilize	press	releases	to	announce	achievements,	launches,	updates,	or	relevant	company	changes.	Body	–	includes	all	the	relevant	information.	They	usually	work	together	but	it’s	not	necessary	to	submit	both	when	applying	for	a	job.	The	structure	of	the	letter	should	be	similar.	Follow-up	letters:	After	an	interview	or	other	in-person
communication,	business	professionals	usually	send	a	follow-up	letter	that	covers	the	conversation	or	interview	and	any	questions	that	arise	afterward.	Sincerely	(Signature)	John	Smith	Business	emails	are	similar	in	structure	to	business	letters.	They	will	send	a	company-wide	memo	to	update	each	employee.	The	idea	is	to	celebrate	successes,
highlight	achievements,	and	build	excitement	for	upcoming	launches	or	events.	Business	Letters.	However,	there	is	no	single	format	for	an	email.	The	format	of	business	reports	can	vary	depending	on	the	industry	and	organization.	They	also	need	to	be	clear	and	instructional,	so	employees	can	read	them	and	understand	expectations	clearly.
Typically,	these	reports	contain	data	and	research	and	are	sent	to	leadership	or	stakeholders	to	help	them	make	decisions	for	the	business.	Keep	in	mind	that	each	business	writing	example	follows	a	certain	type.	Within	the	email,	you	will	follow	the	same	format	as	a	business	letter	but	skip	the	contact	information	and	date	at	the	top.	Resignation
letter:	This	letter	tells	a	company	that	you	are	giving	notice	to	quit	your	job.	Employees	asked	to	craft	a	business	document	need	to	understand	the	different	types	of	business	writing	that	are	out	there.	The	interim	CEO	expressed	excitement	about	the	addition.	Alternatively,	a	business	report	for	an	external	client	includes	information	on	their	project,
its	impact,	results,	and	future	prospects.	In	some	cases,	memos	can	include	introductions,	body	paragraphs,	and	a	closing	paragraph.	It	can	be	anything	from	progress	reports	to	process	documentation,	financial	performance	reports,	contact	information,	and	informative	magazines.	If	something	is	not	clearly	outlined	in	the	handbook,	employees	may
not	be	held	liable	for	those	actions.	For	example,	you	can	share	another	business	document	through	email.	Here	is	an	example	of	a	practical	memo:	To:	The	HR	Team	From:	John	Smith,	Manager	Date:	April	20,	2021	Subject:	Inappropriate	use	of	phone	apps	during	company	time.	They	end	with	a	boilerplate	“about	us”	content	pointing	back	to	the
business.	Despite	that,	a	certain	level	of	professionalism	still	needs	to	remain.	They	will	shoot	out	a	company-wide	memo	or	a	department-specific	memo.	It	includes	the	goals	the	team	needs	to	achieve	using	the	meeting.	Review	past	social	media	campaigns	Time:	15	minutesPurpose:	Provide	informationLeader:	John	Smith	a.	You	can	wear	any	shoes
but	must	be	close-toed	for	safety	reasons.	However,	despite	that,	you	still	need	to	use	formal	and	appropriate	language	when	sending	out	memos.	This	is	also	one	of	the	informational	forms	of	business	writing.	Most	newsletters	are	less	formal	than	other	forms	of	business	writing.	Press	releases	use	a	professional	tone	and	good	business	writing
techniques.	Most	large	companies	and	enterprises	have	internal	newsletters.	A	business	letter	is	a	formal	document	that	an	individual	sends	to	their	associate,	colleagues,	or	supervisor.	Introduction	–	acts	as	a	precursor	to	what	readers	can	expect	in	the	report.	That	eliminates	the	need	for	individual	memos,	update	messages,	or	unnecessary	emails.
Business	letters	are	a	form	of	transactional	business	writing.	There	are	many	times	when	someone	might	need	to	use	this	type	of	business	communication,	including:	Business	proposal	letters:	These	letters	propose	a	business	arrangement	between	two	parties	and	outline	the	terms	of	that	arrangement.	This	example	comes	from	Indeed.com.	Memos
have	a	specific	template	for	the	heading,	which	is:	MEMORANDUM	TO:	(full	names	of	readers	and	job	titles)	FROM:	(Sender’s	full	name	and	title)	DATE:	(Complete	date)	SUBJECT:	(Short	subject	that	thoroughly	indicates	the	main	point	of	the	memo)	The	memo	itself	has	an	introduction	that	restates	the	subject	in	a	sentence.	A	press	release	serves	as
a	way	of	sharing	announcements	or	news	with	external	stakeholders	and	audiences.	Alternatively,	it	can	also	include	a	simple	resignation	letter	by	an	employee.	Furthermore,	newsletters	also	focus	on	visual	elements.	A	business	report	aims	to	convey	important	business	information	and	updates	on	projects	to	relevant	parties.	Keep	in	mind	that	you
will	skip	a	line	between	each	section:	Your	contact	information	Date	in	month,	day,	year	format	Recipient’s	job	title,	company	name,	and	address	Salutation,	usually	in	“Dear	Person’s	Name”	format	Body	of	the	letter,	single-spaced	for	each	paragraph	with	a	space	between	them.	That	means	it	only	focuses	on	one	purpose	or	point.	Call	to	action	to	end
the	body	of	the	letter	that	includes	email	and	phone	number,	if	appropriate.	We	also	have	a	few	paper	formatting	guidelines	that	you	will	be	able	to	…	They	tend	to	have	a	conversational	tone.	That’s	because	longer	emails	tend	to	discourage	readers.	Keep	in	mind	that	the	meeting	agenda	document	is	only	an	outline.	Dress	code	We	will	provide	you
with	four	t-shirts	with	our	name	on	them	and	four	white	waist	aprons.	If	you	have	any	questions,	please	contact	me	at	John.Smith@company.com	or	call	444-444-4444.	Instructional	Business	Writing	–	helps	provide	relevant	instructions,	guidance,	and	directions	to	the	readers.	About	ACME	Tech	ACME	Tech	is	a	tech	firm	from	New	York	that	focuses
on	innovative	business-to-business	products.	Business	reports	can	have	multiple	purposes,	depending	on	who	the	recipient	is.	Most	companies	will	have	writing	guides	covering	the	style	and	tone	of	their	written	documents,	and	writers	should	also	study	these.	Most	internal	newsletters	are	monthly	and	also	tend	to	include	promotions	for	employees.
In	fact,	there	are	various	email	formats	for	different	kinds	of	emails,	depending	on	the	purpose	of	your	email.	Let’s	dive	right	in.	John.Smith@company.com	444-444-4444	A	memo	or	memorandum	is	a	short,	concise	form	of	communication	usually	sent	to	a	group	of	people	within	a	business.	Concluding	statements	–	consist	of	results	and
recommendations.	Remember,	you	are	on	company	time.	While	it	would	be	ideal	for	every	employee	to	attend	every	meeting,	sometimes	this	is	not	possible.	Looking	for	more?	Emails	contain	a	salutation,	subject	line,	contact	information,	a	text	body,	and	a	closing	statement.	Employees	can	wear	jeans	without	holes,	slacks	and	skirts,	and	shorts	no
more	than	six	inches	above	the	knee.	For	example,	when	you	subscribe	to	a	blog,	you’re	essentially	subscribing	to	their	monthly	or	weekly	newsletter.	Emails	are	extremely	popular	today	but	they’re	still	an	example	of	business	writing.	At	the	same	time,	they’re	a	good	way	to	tackle	negative	news	or	events.	It	shouldn’t	take	long	to	read	and	the
subject	matter	should	be	easily	skimmable.	It	is	typically	used	to	announce	some	sort	to	the	organization’s	members.	The	writing	style	focuses	on	using	a	tone	that	can	sway	readers	towards	a	certain	opinion.	Table	of	contents	–	serves	to	provide	a	list	of	relevant	headings.	It	involves	recording	business	information	accurately	and	sharing	it.	Several
general	writing	tips	apply	to	all	types	of	business	writing,	including:	Write	in	active	voice,	not	passive	voice	Be	concise	and	direct	in	your	communication	Commit	to	avoiding	typos	by	proofreading	and	using	grammar	and	spell	check	programs	Avoid	jargon	and	buzzwords	Use	acronyms	sparingly	In	addition,	anyone	who	is	writing	for	a	business	must
commit	to	error-free	work.	Business	writing	is	a	part	of	everyday	business	operations,	regardless	of	company	size.	For	the	most	part,	we	can	divide	business	writing	into	four	categories.	However,	a	lot	of	companies	tend	to	publish	them	on	their	websites	too	now.	2.	You	need	to	find	the	right	balance	of	professionalism,	writing,	and	communication.
They	can	be	replaced	for	free	if	they	get	ruined	at	work	or	elsewhere.	Here	is	an	example	of	a	press	release:	ACME	Tech	Announces	New	CEO	The	new	leader	comes	at	a	time	of	unprecedented	growth	for	the	New	York	tech	company.	They	are	known	for	their	CRM	software	products	specifically.	Thank	you,	John	Smith,	Manager	Handbooks	provide
information	that	employees	need	to	do	their	jobs	well.	Transactional	Business	Writing	–	is	about	professional	communication.	In	this	article,	we’ll	go	over	some	business	writing	examples,	along	with	the	four	categories	of	business	writing.	The	public	relations	department	is	responsible	for	this	sort	of	business	communication.	For	example,	it	needs	a
formal	salutation,	subject	line,	the	contact	information	of	the	sender	and	recipient,	and	a	closing	statement	with	the	signature.	However,	you	still	need	to	use	appropriate	language.	Unfortunately,	it’s	not	particularly	difficult	to	find	all	sorts	of	examples	of	poor	business	writing	practice.	Other	things	it	helps	with	are	the	sentence	structure,	grammar,
and	how	you	write	each	body	paragraph.	It’s	crucial	to	use	professional	language	and	a	formal	tone	when	writing	press	releases	because	they’re	under	the	scrutiny	of	the	general	public.	That	is	a	loss	we	cannot	afford.	You’ll	find	that	business	proposals,	presentations,	and	meeting	agendas	fall	under	persuasive	writing.	The	idea	isn’t	to	provide	the
best	value	but	to	easily	communicate	with	relevant	stakeholders.	In	any	case,	the	following	are	the	four	types	of	business	writing.	It	can	include	a	user	manual,	a	maintenance	process,	and	even	a	style	guide.	Gerald	Fitzgerald	will	join	the	company	in	September	at	the	start	of	their	fiscal	year.	You	are	responsible	for	taking	the	shirts	and	the	aprons
home	and	laundering	them	after	your	shift.	It’s	also	a	great	chance	to	showcase	your	business	writing	skills.	HR	Team,	It	has	been	brought	to	my	attention	that	some	in	the	office	spend	too	much	time	on	the	clock	playing	on	their	phones.	That	includes	graphics,	vectors,	infographics,	2D	animations,	and	even	videos.	It’s	especially	useful	when	the
meeting	requires	input	from	all	parties.	The	closing	paragraph	usually	includes	well	wishes	or	additional	relevant	information.	However,	most	organizations	utilize	both.	I	look	forward	to	partnering	with	Gerald	to	push	ACME	Tech	to	new	heights.”	Mr.	Fitzgerald	is	expected	to	focus	strongly	on	the	company’s	social	media	presence	and	on	bringing
new,	innovative	products	to	market.	In	some	cases,	you	may	have	to	write	the	address,	job	title,	and	include	a	rhetorical	situation.	They	also	ensure	unilateral	participation	from	all	attendees.	Similarly,	external	newsletters	aim	to	provide	relevant	information,	updates,	and	content	to	external	readers.	References	–	links	to	other	relevant	business
documents.	The	body	paragraph	includes	the	major	chunk	of	the	letter	that	details	the	main	point	and	purpose.	Most	business	reports	today	also	include	relevant	data	visualization	graphics	too.	Here	is	how	you	might	adjust	the	previous	business	letter	to	fit	the	email	format:	Subject:	September	Keynote	Speaker	Invitation	Dear	Ms.	Collins,	I	am
writing	to	tell	you	about	our	upcoming	tech	event	in	New	York	and	to	invite	you	to	be	a	keynote	speaker.	Study	these	7	business	writing	examples	to	learn	how	to	use	written	communication	in	your	company.	Take	the	business	writing	examples	above	as	a	foundation	to	learn	more	about	business	writing	and	improve	your	writing	skills.	Employees
follow	standard	and	template	formats	for	most	forms	of	business	writing.	There	are	various	kinds	of	business	reports,	the	most	common	among	them	are:	Feasibility	reports	Project	monthly	reports	Compliance	reports	Recommendation	reports	Quarterly	financial	reports	Investigative	reports	It’s	crucial	to	maintain	objectivity	while	writing	business
reports.	That’s	why	senders	have	to	focus	on	getting	their	subject	line	right,	along	with	the	first	line	of	the	email	body.	Recent	statistical	research	has	found	that	people	spending	time	on	phone	games	costs	around	$1	million	a	year	to	the	average	company.	They	can	serve	to	relay	information	or	be	a	way	to	incorporate	persuasive	writing.	We	do	not
want	to	put	in	unnecessary	rules,	so	please	be	more	conscious	about	your	phone	use.	While	emails	allow	people	to	share	and	provide	information	or	give	a	task	to	others,	it	has	much	more	dynamic	use	today.	Still,	there	is	some	variety	within	the	different	types	of	writing	used	in	business.	In	any	case,	keep	in	mind	you	always	need	to	avoid	jargon,
avoid	passive	voice,	left	justify	everything,	utilize	bullet	points,	and	keep	your	business	writing	concise	at	all	times.	The	event	will	be	held	on	September	15	through	18	in	the	Raddison	hotel.	Business	writing	comes	in	many	shapes	and	sizes.	They	then	share	it	with	everyone	who	will	be	attending	the	meeting,	along	with	relevant	upper	management
stakeholders.	Letter	of	recommendation:	A	recommendation	letter	is	sent	to	a	potential	employer	to	recommend	an	applicant	for	a	position.	For	example,	the	person	leading	the	company	wants	to	share	an	achievement.	The	sentence	structure,	word	choice,	and	formatting	of	a	piece	of	business	communication	is	specific	to	the	type	of	document	being
sent.	Here	is	an	example	of	an	agenda:	MEETING	AGENDA	Date:	April	20,	2021Time:	12	p.m.Location:	Conference	room	AGENDA	DETAILS	Goals:	The	goal	of	the	meeting	is	to	discuss	social	media	marketing	strategies	to	implement	for	the	coming	fiscal	year.	That	means	there’s	a	good	chance	they	don’t	follow	the	general	formats.	That’s	why	it	can
include	simple	things	like	memos	and	email.	Lastly,	it’s	also	a	good	idea	to	include	additional	details,	such	as	the	date,	day,	time,	and	location	of	the	meeting.	Meeting	agendas	help	make	meetings	more	efficient,	productive,	and	effective.	Sincerely	John	Smith,	Marketing	Coordinator,	Tech	Events	Inc.	I	look	forward	to	hearing	from	you.	It	ends	with	a
concluding	paragraph	that	summarizes	the	points	and	reminds	the	readers	what	they	are	supposed	to	do	with	the	information	contained.	That	means	you	don’t	have	to	worry	about	things	like	formatting,	grammar,	or	other	writing	nuisances.	It	helps	each	attendee	prepare	for	the	meeting.	That	means	it’s	crucial	to	maintain	extreme	professionalism
throughout	your	resume	and	cover	letters.	The	main	point	is	to	ensure	smooth	company	operations.	Business	memos	are	instruction	writing	tools	for	quick	formal	communication	within	an	organization.	While	business	letters	have	been	a	print	document,	for	the	most	part,	companies	are	now	moving	towards	digital	business	letters.	One	thing	you
should	keep	in	mind	is	that	memos	need	a	proper	header	and	subject	line	to	clearly	inform	the	recipients	of	their	purpose.	Press	releases	aim	to	promote	organizations	and	strengthen	their	reputations.	Most	companies	require	a	resignation	letter	within	a	few	weeks	of	the	end	date.	Most	have	separate	newsletters	for	the	staff	of	different	departments.
Another	common	element	in	press	releases	is	quotes	and	testimonials	from	relevant	individuals.	They	can	be	internal	newsletters	or	external	newsletters,	depending	on	their	purpose.	Since	the	human	resources	department	looks	at	resumes	and	cover	letters	to	see	if	candidates	are	a	good	fit,	they	are	essentially	business	documents.	The	document
helps	set	the	precedent	for	the	meeting.	Furthermore,	emails	can	be	less	informal	than	other	forms	of	business	writing.	This	includes	the	rules	of	the	office	or	company	and	procedures	that	must	be	followed	to	work	for	the	company.	There	are	many	types	of	reports	that	a	business	can	make,	including	reports	on:	Compliance	Investigations	Feasibility
Recommendations	for	the	business	The	parts	of	a	business	report	include:	Executive	summary	Table	of	contents	Introduction	Body,	which	may	be	bullet	points	instead	of	paragraphs	Conclusion	References	Optional	Appendix	Here	is	an	example	of	an	excerpt	from	a	business	report:	In	2021,	ACME	Tech	signed	ten	new	clients,	and	social	media	was
essential	in	landing	those	clients.	Usually,	the	manager	or	the	person	leading	the	meeting	drafts	the	meeting	agenda.	You	can	choose	your	t-shirts	in	three	colors	and	sizes.	Appendix	–	helps	provide	information	on	certain	terms	and	concepts.	Closing	in	the	format	“Respectfully	yours,”	Handwritten	signature	Typed	name	Here	is	how	this	might	look:
John	Smith123	Drury	LaneNew	York,	NY	12345	April	20,	2021	Sarah	CollinsDirector,	Human	ResourcesACME	Tech123	Business	RoadNew	York,	NY	12345	Dear	Ms.	Collins,	I	am	writing	to	tell	you	about	our	upcoming	tech	event	in	New	York	and	to	invite	you	to	be	a	keynote	speaker.	Employee	handbooks	are	essential	in	terms	of	the	legalities	of
employment.	However,	press	releases	are	rarely	used	for	bad	news,	aiming	to	improve	marketing	with	them.	Show	examples	of	social	media	campaignsb.	For	example,	a	sales	rep	may	send	official	sales	letters	to	their	clients	introducing	new	products	and	features.	Effective	business	writing	helps	businesses	flourish	and	allows	team	members	to
communicate	and	collaborate	more	efficiently.	You	find	also	find	these	about	us	page	examples	helpful.	Check	out	our	article	on	the	best	style	guide	for	business	writing!	Business	workers	use	memos,	business	letters,	progress	reports,	and	newsletters	to	communicate	professionally	for	internal	and	B2B	communications.	Over	the	past	five	years,	I
have	watched	your	expertise	in	human	resources	as	you	grew	ACME	Tech	and	onboarded	new	people.	Offer	letters	Resignation	letters	Letters	of	recommendation	Interview	follow-up	letters	Business	proposal	letters	Promotion	letters	Most	business	letters	follow	a	certain	format.	Other	minor	details	may	include	the	date,	sender’s	information,	and
minor	news	(good	or	bad	news).	You	can	also	include	things	like	a	press	release	and	cover	letter	in	it.	Identify	the	campaigns	that	were	the	most	effective.	The	format	for	these	…	Here	is	a	list	of	business	writing	examples	you	can	study	to	craft	better-written	works	for	your	business	or	organization.	Cover	letter:	A	cover	letter	accompanies	a	resume	or
application	for	a	job.	However,	most	of	them	include	the	following	elements:	Executive	summary	–	includes	a	small	summary	of	the	report	with	key	points.	However,	it’s	best	to	use	short	bullet	points	to	convey	the	information	quickly	and	efficiently.	If	you	have	any	questions,	don’t	hesitate	to	contact	me	at	John.Smith@company.com	or	call	444-444-
4444.	The	following	are	some	common	business	letter	examples.	Meeting	agendas	are	short	guides	to	the	topics	covered	in	a	business	meeting.	Most	emails	tend	to	be	brief	and	convey	a	single	message.	Furthermore,	you	can	allocate	certain	time	limits	to	various	tasks	and	topics.	If	you’re	good	at	technical	writing	or	you	can	write	a	great	article,	it
doesn’t	mean	you’re	good	at	business	writing.	In	the	signature,	close	the	letter	with	your	name,	title,	phone	number,	and	email	address.	“I	am	thrilled	to	bring	such	a	strong	leader	to	our	company	when	experiencing	unprecedented	growth.	Offer	letter:	An	offer	letter	outlines	the	terms	of	a	business	offer,	usually	when	a	job	offer	is	on	the	table.
Therefore,	it’s	important	to	use	relatively	casual	language.	Here	is	a	list	of	business	writing	examples	you	can	study	to	craft	better-written	works	for	your	business	or	organization.	We	believe	that	you	will	be	an	asset	to	our	attendees	who	are	looking	for	ways	better	to	integrate	their	new	hires	into	their	tech	companies.	Business	letters	are	a	form	of
transactional	…	In	this	article,	we’ll	go	over	some	business	writing	examples,	along	with	the	four	categories	of	business	writing.	In	this	form	of	professional	communication,	you	will	want	the	subject	line	to	tell	who	the	email	is	from	and	why	it	is	sent.	However,	today,	many	people	are	opting	for	personalized	cover	letters	and	resumes.	Furthermore,
you	need	to	place	extra	care	to	maintain	the	accuracy	of	all	information.	This	report	summarizes	the	reach	of	our	social	media	presence,	providing	results	that	can	help	us	grow	our	marketing	efforts	in	the	coming	year.	After	the	meeting,	the	agenda	can	be	sent	to	people	who	could	not	attend,	so	they	know	what	happened.	The	memo	is	short,	brief,
and	extremely	concise.	Persuasive	Business	Writing	–	aims	to	convince	the	readers	of	something,	commonly	a	positive	outcome.	It’s	important	to	categorize	them	because	it’s	easier	to	differentiate	their	formats,	style	guides,	and	message.	The	seven	examples	shown	in	this	resource	span	the	whole	gamut	of	spelling,	…	We	are	here	to	help	you	make
your	business	documents	stand	out	by	giving	you	a	few	tips	about	business	writing.	Meeting	agendas	are	written	before	the	meeting	and	guide	the	direction	of	the	meeting.	However,	most	memos	are	only	one	paragraph	long.	They	are	written	in	outline	form	or	bullet	points	so	the	meeting’s	leader	can	easily	see	what	needs	to	happen.	Business	writing
plays	a	crucial	role	in	professional	communication.	Press	releases	are	sent	to	major	news	outlets	to	announce	changes	or	news	within	the	organization.	The	following	examples	are	some	of	the	most	common	…	Read	our	business	writing	samples	to	gain	a	better	understanding	of	how	to	write	a	myriad	of	business	writing	tasks.	However,	they	also
contain	a	subject	line.	Business	letters	come	in	handy	during	hiring,	onboarding,	and	business	communication.	Most	press	releases	are	under	500	words	to	properly	engage	the	readers.	That	means	they	should	remain	brief,	to-the-point,	and	concise.	It	makes	department-wide	and	company-wide	announcements	smoother	and	easier.	While	every
company	will	have	its	own	rules,	some	of	the	components	of	most	employee	handbooks	include:	Company	mission	statement	and	history	Legal	declarations	Dress	code	Hours	and	compensation	Overtime	policies	Benefits	Responsibilities	and	expectations	company	holidays	and	paid	time	off	Promotion	opportunities	Travel	and	reimbursement	rules
Showing	an	example	of	a	handbook	is	impossible	due	to	its	length,	but	here	is	an	excerpt	showing	what	a	handbook	might	sound	like.	Similarly,	the	human	resources	department	may	want	to	send	an	update	on	existing	company	policies.	Your	speaker’s	package	will	include	accommodation,	meals,	and	a	modest	honorarium.	There’s	a	certain	writing
process	that	goes	into	business	writing.	They	can	be	helpful	in	marketing	because	they	keep	the	name	of	the	business	in	front	of	its	potential	customers,	and	they	can	also	help	encourage	excitement	about	good	changes	for	the	business.	Review	the	effectiveness	of	these	campaignsc.	Emails	allow	individuals	to	convey	their	message	to	recipients
instantly.	NEW	YORK,	NY,	April	20,	2021	–	ACME	Tech,	a	New	York-based	tech	firm,	announced	Wednesday	that	it	is	bringing	on	a	new	CEO.	The	event	will	be	held	from	September	15	through	18	in	the	Raddison	hotel.	A	meeting	agenda	helps	outline	all	the	topics	of	any	given	meeting.	Understanding	each	example	will	help	you	improve	your
business	writing	skills	in	any	professional	setting.	A	business	letter	is	a	formal	written	document	sent	from	one	person	within	an	organization	to	another.	You	can	share	business	reports,	discuss	meeting	agenda,	attach	Microsoft	Excel	and	Word	files,	provide	data	visualization	avenues,	and	more.	The	body	paragraphs	provide	reasons	for	the
announcement	or	other	purpose	of	the	memo.	But	make	sure	those	opinions	rely	on	factual	research	and	data.	In	any	case,	the	report	provides	relevant	data,	research,	numbers,	and	other	information	that	can	complement	the	decision-making	process.	1.	On	top	of	that,	it	allows	them	to	include	file	attachments.	Business	Writing	ExamplesFour	Types
of	Business	WritingWrapping	It	UpThe	following	examples	are	some	of	the	most	common	ones	you’ll	find	in	any	company	today.	The	idea	is	to	engage	the	readers	and	the	best	way	to	do	that	is	to	add	visuals.
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